
RESOLUTION NO. 91-42 

A RESOLUTION OF THE LODI CITY COUNCIL 

AND SALARY RANGE FOR PURCHASING ASSISTANT 
APPROVING THE NEW CLASSIFICATION, JOB SPECIFICATIONS, 

RESOLVED, t h a t  t h e  L o d i  C i t y  Counci l  does hereby approve t h e  new 
c l a s s i f i c a t i o n  and j o b  s p e c i f i c a t i o n s  f o r  Purchasing A s s i s t a n t  as shown 
on E x h i b i t  A a t t a c h e d  h e r e t o ;  and 

FURTHER RESOLVED, t h a t  t h e  Lod i  City Counc i l  hereby approves t h e  
e s t a b l i s h m e n t  of t h e  f o l l o w i n g  s a l a r y  range f o r  t h i s  c l a s s i f i c a t i o n ,  
e f f e c t i v e  March 6, 1991: 

Purchasing A s s i s t a n t  

1524.43 1600.69 1680.71 1764.71 1852.98 
A B C D E 

Dated: March 6, 1991 

I hereby c e r t i f y  t h a t  R e s o l u t i o n  No. 91-42 was passed and 
adopted b y  t h e  L o d i  City Counc i l  i n  a r e g u l a r  meet ing  h e l d  March 6,  
1991 b y  t h e  f o l l o w i n g  v o t e :  

Ayes : 

Noes : 

Absent: 

Counc i l  Members - Pennino, P i n k e r t o n ,  S i e g l o c k ,  S n i d e r  
and H i  nchman (Mayor) 

Counc i l  Members - None 

Counc i l  Members - None 

Deputy C i t y  C1 e r k  

f o r  A l i c e  M .  Reimche 
City C l e r k  

91-42 



C I T Y  OF LODI March 6 ,  1991 

PUilCHAS I N G  ASS. I STLVT 
DEFINITION: 

‘YO p u r c h a s e  r o u t i n e  o f f i c e  s u p p l i e s ;  t o  m a i n t a i n  t h e  o f f i c e  s u p p l y  s t o c k  and  
i n v e n t o r y ;  t o  p r o c e s s  and  f i l l  r e q u i s i t i o n s  f o r  o f f i c e  s u p p l i e s ;  to  p r o c e s s  
i n v o i c e s  and  m a i n t a i n  r e c o r d s ;  and  t o  p e r f o r m  r e l a t e d  d u t i e s  as r e q u i r e d .  

DISTINGUISHING CHARACTERISTICS: 

T h i s  s i n g l e  p o s i t i o n  c l a s s i f i c a t i o n  i s  d i s t i n g u i s h e d  f rom h i g h e r  l e v e l  
b u y e r s  and  r e l a t e d  classes i n  t h a t  i t  is l i m i t e d  t o  p u r c h a s i n g  o f  r o u t i n e  
o f f i c e  s u p p l i e s ,  and  i n  tha t  it also p e r f o r m s  c l e r i ca l  d u t i e s  i n  s u p p o r t  o f  
t h e  d e p a r t m e n t .  I t  i s  d i s t i n g u i s h e d  f rom o t h e r  c l e r i ca l  p o s i t i o n s  by 
r e s p o n s i b i l i t y  f o r  p e r f o r m a n c e  of l imited r o u t i n e  p r o f e s s i o n a l  buy ing  d u t i e s .  

SUPERVISION RECEIVED AND EXERCISED: 

G e n e r a l  s u p e r v i s i o n  is p r o v i d e d  by  t h e  P u r c h a s i n g  O f f i c e r  or Buyer .  

R e s p o n s i b i l i t i e s  may i n c l u d e  d i r e c t i n g  t h e  work of c l e r i c a l  p e r s o n n e l  
a s s i g n e d  t o  t h e  u n i t ,  p a r t i c u l a r l y  on a p a r t - t i m e  or t e m p o r a r y  b a s i s .  

EXAMPLES OF DUTIES: 

D u t i e s  may i n c l u d e ,  b u t  are n o t  l i m i t e d  t o ,  t h e  f o l l o w i n g :  

S e c u r e s  and  compares i n f o r m a t i o n  r e g a r d i n g  p r i c e ,  q u a l i t y ,  a v a i l a b i l i t y  and  
r e l a t e d  i n f o r m a t i o n  f o r  a wide  v a r i e t y  o f  r o u t i n e  o f f i c e  s u p p l i e s .  

Negotiates w i t h  v e n d o r s  r e g a r d i n g  t e r m s ,  and  p u r c h a s e s  and  o r d e r s  s u p p l i e s ,  
b u s i n e s s  c a r d s ,  p r i n t i n g ,  and  r e l a t e d  items. 

Reviews r e q u i s i t i o n s ,  d e t e r m i n e s  needed items, and  o b t a i n s  f r c m  s t o c k .  
Develops  and  m a i n t a i n s  i n v e n t o r y  and  s t o c k i n g  s y s t e m s  f o r  o f f i c e  s u p p l i e s ;  

d e t e r m i n e s  a p p r o p r i a t e  r e o r d e r  p o i n t s  a n d  i n i t i a t e s  r e o r d e r s ;  p e r f o r m s  
a n n u a l  o f f i c e  s u p p l y  i n v e n t o r y .  

r e c o r d s  and  l o g s  r e l a t e d  t o  p u r c h a s i n g ,  s t o c k  movement, c h a r g e s  t o  
d e p a r t m e n t s ,  c o d i n g  of i t e m s ,  and  r e l a t e d .  

Codes and  e n t e r s  data,  and  m a i n t a i n s  a v a r i e t y  of manual  a n d  c o m p u t e r i z e d  

P i c k s  u p  and  d e l i v e r s ,  or prepares i t e m s  f o r  d e l i v e r y .  
Compares p u r c h a s e  o r d e r s  t o  i n v o i c e s  and  i t e m s  r e c e i v e d ,  f o l l o w s - u p  

d i s c r e p a n c i e s ,  n o t e s  p a r t i a l s ,  recommends payment ,  a n d  f o r w a r d s  
approved  i n v o i c e s  t o  a c c o u n t i n g .  

Computes q u a n t i t i e s ,  d i s c o u n t s ,  taxes, t o t a l s  a n d  e x t e n s i o n s .  
D i s c u s s e s  o f f i c e  s u p p l y  and  b u s i n e s s  c a r d  n e e d s  w i t h  r e q u e s t o r s .  
M a i n t a i n s  a v a r i e t y  of p u r c h a s i n g  and i n v e n t o r y  r e l a t e d  f i l e s  and  f i l i n g  

E x p e d i t e s  and  c o o r d i n a t e s  d e l i v e r y  s c h e d u l e s ;  may assist w i t h  r e c e i v i n g .  
P r o v i d e s  t e l e p h o n e  and  i n  p e r s o n  r e c e p t i o n ;  p r o c e s s e s  d e p a r t m e n t a l  m a i l ;  and  

play p r o v i d e  l e a d  d i r e c t i o n  t o  c l e r i ca l  a s s i s t a n t s .  

s y s t e m s .  

p r o v i d e s  r e l a t e d  c l e r i ca l  s u p p o r t  f o r  t h e  d e p a r t m e n t .  

t 
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- PURCHASING ASSISTANT 

? 4 I N I M U M  OUALIPICATIONS 

Iinowledqe o f :  

Basic p r i n c i p l e s  a n d  p r a c t i c e s  o f  p u r c h a s i n g  i n  t h e  publ ic  sector .  
Sasic a c c o u n t i n g  and  r e c o r d k e e p i n g  p r o c e d u r e s .  
S u p p l i e s  commonly u s e d  i n  o f f i c e  a p p l i c a t i o n s .  
A p p l i c a b l e  p o l i c i e s ,  p r o c e d u r e s  and c o d e s .  
Modern o f f i c e  p r a c t i c e s ,  i n c l u d i n g  t h e  o p e r a t i o n  of s t a n d a r d  o f f i c e  
equipment  a n d  mach ine ry .  

a i l i t y  t o :  

S e c u r e  and  compare i n f o r m a t i o n  r e g a r d i n g  p r i c e ,  q u a l i t y ,  q u a n t i t y ,  a n d  o t h e r  
a s p e c t s  o f  o f f i c e  s u p p l y  p u r c h a s i n g .  
N e g o t i a t e  w i t h  v e n d o r s  t o  o b t a i n  t h e  most f a v o r a b l e  terms a n d  c o n d i t i o n s .  
Pe r fo rm a r i t h m e t i c a l  c o m p u t a t i o n s  r a p i d l y  a n d  a c c u r a t e l y .  
Type a c c u r a t e l y  a t  a n e t  r a te  of 45  words p e r  m i n u t e  from p r i n t e d  copy .  
E s t a b l i s h  and m a i n t a i n  effective working r e l a t i o n s h i p s  w i t h  t h o s e  c o n t a c t e d  
in t h e  c o u r s e  o f  t h e  work. 
E s t a b l i s h  a n d  m a i n t a i n  complex f i l i n g  s y s t e m s .  
O p e r a t e  c o m p u t e r i z e d  p u r c h a s i n g  and  r e c o r d k e e p i n q  s y s t e m s .  

EDUCATION RND EXPERIENCE : 

Any c o m b i n a t i o n  e q u i v a l e n t  t o  e d u c a t i o n  and  e x p e r i e n c e  t h a t  would L i k e l y  
p r o v i d e  t h e  r e q u i r e d  knowledge a n d  ab i l i t i es  would b e  q u a l i f y i n g .  A t y p i c a l  
combina t ion  i s  : 

E2uca t ion :  

E q u i v a l e n t  t o  c o m p l e t i o n  o f  h i g h  s c h o o l .  

E x p e r i e n c e :  

Two y e a r s  o f  r e s p o n s i b l e  c l e r i c a l  e x p e r i e n c e  which h a s  p r o v i d e d  a basic 
knowledge of p u r c h a s i n g  a n d  i n v e n t o r y  d u t i e s .  

LICENSES F J D  CERTIFICATES: 

P o s s e s s i o n  of a v a l i d  D r i v e r ' s  L i c e n s e  (class C )  i s s u e d  f rom t h e  C a l i f o r n i a  
Department  of Motor V e h i c l e s .  


